Resumes and cover letters: a guide.
Many beginning managers have poorly constructed resumes. The content of resumes is fairly standard. The style should be clear and concise. Common pitfalls include irrelevant material, distracting detail, and repetition. The cover letter is a more flexible document that introduces the resume. Like the resume, the cover letter should cover some essential details clearly and concisely. Additionally, the cover letter should detail important qualifications and can elaborate on specific aspects of your resume. The cover letter should be tailored to fit the opening.